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Project Specification

Title
Fundraising for FABRIC Swansea by Students of University of Wales Trinity Saint David by 8th December 2019.

General Aims
To raise £250 for the charity FABRIC to enable them to purchase either tickets for the residents at the home to attend their first ever football event, or for a day out shopping over Christmas (dependant on their choice) by carrying out a number of fundraising activities in and around the Swansea area between 2nd December and 8th December 2019.
 
Scope
This project will cover every individual at both the Swansea and Neath FABRIC homes. We aim to not have everything covered that the charity have suggested. FABRIC have 2 homes both social and communal, one based in Swansea of which holds 6 asylum seekers. One in Neath, of which currently holds 2. We aim to raise enough funds to reach the goal of enabling all 8 of these individuals to have the choice to attend either their first ever football match, OR a fun filled Christmas day out/ shopping.  

Objectives & Results
The main success factors of this project are to hold the events safely and successfully, within the given time scale on a zero-pound budget but yet to achieve our aim of raising the approximate amount of £250 for the charity chosen as best as possible to attain our end goal.  

Deliverables
We need approval from FABRIC themselves before doing certain things. For example, to post the Go Fund Me Page created on their page. We also attended a meeting with Hannah, the locality lead of the charity, and Tash, the area director, at FABRIC to discuss the needs of the children and what they would like us to fundraise for. We also discussed what involvement they wished to have in the project

Assumptions & Dependencies
There are no links between our projects and others, and no other projects are dependent on the outputs or outcomes of ours.  

Stakeholders
The stakeholders in our project are FABRIC themselves. FABRIC will be concerned with the fundraising we do, how well we raise it and how much we raise also as its for them we are doing so. However, other stakeholders affected are also the individuals who are already donating/ investing into FABRIC of which look at FABRICS current funding situation on a regular basis. Organisations stated such as, The Welsh Government, Jonny Matthew, Sterling Rees Tax and Accountancy, Wales Council for Voluntary Action, Social Investment Cymru, The Female Factory, The Speaking, Nesta, Y Lab and Cardiff University.  

Risks
Risks that may occur whilst completing this project include; 
 
· The representative may not respond to emails and calls, which means this could delay our planning and progress which will put back the date on our event. To mitigate this problem we could, keep in contact with the representative, and ensure our responses are quick so that they can reply as prompt as possible. 
· Unforeseen circumstances such as illnesses or injuries and family emergencies which will leave team members unable to attend meetings. To overcome this risk, we will ensure that people who miss the team meetings are kept up to date with the work completed during the meetings, so they are aware of what's going on. 
· The weather can cause risks, as if we were to do our event outdoors during December, it is likely that it may rain or possibly snow, which could mean we are unable to hold that event on the specific day. To mitigate this, we could keep checking the weather forecast in advance for the day we have planned the event and if the weather is bad, we could have a backup venue indoors such as a community centre etc. 
· As we have a zero-pound budget, a risk maybe that we will have to put money towards it that we do not have, which will leave us out of pocket unless we are able to make a profit to have our money back. To mitigate this, we will have to ensure that we stick to our £0 budget unless we have already raised some money that can go towards our fundraisers such as raffle prices etc. 
· As we are planning to hold an event, a problem that might occur is that people may not show up to the event meaning we will raise very little money for the charity, therefore, to try and avoid this we will have to ensure we market the event to the best of our ability on social media and with leaflets. 




Fish Bone Analysis

The below diagram demonstrates a cause and affect analysis of circumstances that may lead to our event failing.
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Task Analysis

	Stage 
	Activity/Task 
	Timescale 
	Actual  
Time 

	1  
	Choosing a charity and finding out exactly what they need  
	7 days  
	5 days  

	1.1  
	Research local charities within the Swansea area  
	½ day  
	½ day  

	1.2  
	Come to an agreement on which charity to work with  
	½ day  
	½ day  

	1.3  
	Contact the charity to see if they are happy to work with us and find out if there is any specialist equipment that they need  
	3 days  
	4 days  

	2  
	Brainstorm possible fundraising methods and decide on which ones to use  
	4 days 
	3 days 

	2.1 
	Research the most effective methods of fundraising   
	1 day 
	½ day 

	2.2 
  
	Make a list of all the ideas that best suited our timescale and resources  
	1 day 
	½ day 

	2.3  
	Make a final list of the fundraising ideas we have chosen to use  
	1 day 
	1 day 

	2.  
	Finalise a date for the fundraising ideas we choose  
	1 day 
	1 day 

	3  
	Arrange a meeting with a representative of the charity  
	7 days  
	6 days 

	3.1  
	Contact the leader of the charity and get a response in order to organise a meeting date and time that suits both parties  
	3 days  
	3 days 

	3.2  
	Gather all of our fundraising ideas in a presentable format in order to discuss these with the charity representative  
	1 day  
	1 day 

	3.3  
	Prepare a list of questions we need to ask during the meeting   
	1 day  
	1 day 

	3.4  
	During the meeting, we will establish how much physical involvement the charity wishes to have in the fundraising itself  
	1 day 
	½ day 

	3.5  
	We will finalise all fundraising ideas and dates with the charity  
	1 day 
	½ day 

	4  
	Preparation for fundraising ideas  
	14 days 
	TBC 

	4.1 
	Secure event locations in Swansea 
	7 days 
	TBC 

	4.2 
	Gather equipment needed for various events including any food or drink needed for the cinema day and also raffle tickets, etc. 
	3 days 
	TBC 

	4.3 
	Gather equipment needed for various events including any food or drink needed for the cinema day and also raffle tickets, etc. 
 
	4 days 
	TBC 

	4.4 
	Promote events through social media, posters and word of mouth 
	Throughout 
	TBC 

	5 
	Carry out the events 
	7 days 
	TBC 

	 
	Hold cinema day at the university 
	1 day 
	TBC 

	 
	Hold raffle 
	1 day 
	TBC 

	 
	Have a bake sale 
	1 day 
	TBC 

	 
	Hold Christmas jumper day 
	1 day 
	TBC 

	 
	Carry out any other events that may be added closer to the time of fundraising 
	2 days 
	TBC 





Budget Plan

	Cost Item 
	Materials 
	Facilities 
	Expertise 
	Admin 
	Other? 
	Total 
Estimated Costs 

	£0 
	 
	University 
	 
	 
	 
	£0 

	£10 
	Sweets  
	 
	 
	 
	 
	£8 

	£10 
	Prize hamper 
	 
	 
	 
	 
	£5 

	£10 
	Drinks  
	 
	 
	 
	 
	£7 

	£5 
	Posters 
	 
	 
	 
	 
	£3 

	£6 
	Other printed marketing  
	 
	 
	 
	 
	£4 

	£0 
	Donated Prizes 
	 
	 
	 
	 
	£0 

	£0 
	 
	 
	Meeting Locality leader Hannah 
	 
	 
	£0 

	£4 
	Printed tickets for cinema day 
	 
	 
	 
	 
	£4 

	Totals: 
	 
	 
	 
	 
	 
	£31 





Resource Plan


	Stage 
	Skills/ Knowledge 
	People 
	Materials/ Equipment 
	Facilities 

	1 
	Basic understanding of Charities in Swansea and surrounding area.  
	The charity itself. (Tash Hannah) 
	 
	 

	1.1 
	Using a computer/ reading books.  
	The charity itself (Tash and Hannah)  
	Books.  
	Library use and internet access.  

	1.2 
	Communication/ cooperation  
	 
	 
	Meeting room.  

	1.3 
	Writing + Communication  
	the charity itself (Tash and Hannah) 
	 
	 

	2, 2.1, 2.2, 2.3, 2.4. 
	Communication, problem solving and cooperation.   
	  
	 
	Library/ Quiet area.  

	3, 3.1.  
	Writing, Communication, Cooperation and negotiation.  
	The charity itself (Tash and Hannah) 
	 
	Quiet Area 

	3.2 
	Organisation, Writing, Communication.  
	The charity itself, (Tash and Hannah) 
	 
	Meeting area.  

	3.3 
	Writing, Organisation and presentation.  
	 
	 
	Writing/ discussion area. 

	3.4 
	Communication and discussion, negotiation.  
	The charity itself (Tash and Hannah)  
	 
	Meeting area 

	3.5 
	Communication, negotiation, professionalism.  
	The charity itself (Tash and Hannah)  
	 
	Meeting area 

	4 
	Money-handling, efficiency, creativity.  
	 
	 
	Quiet/ privatised area.  

	4.1 
	Communication, organisation, negotiation, knowledge of Swansea area.  
	 
	 
	Quiet/ privatised area.  

	4.2 
	Cost consciousness, time keeping.  
	Friends/ family to help out.  
	 
	 

	4.3 
	Communication, negotiation.  
	Local business, local community, the charity themselves.  
	 
	 

	4.4 
	Writing, communication,  
	Everybody.  
	Flyers.  
	 

	5 
	Time keeping, organisation, commitment. 
	The local community, the charity themselves.  
	Cake stands, movie equipment.  
	 


 


Project Charter


	GENERAL PROJECT INFORMATION 

	Project Name: 
	Fundraising for FABRIC Swansea by Students @ UWTSD by 8th December.  

	Project Manager: 
	 Lareesa Young, Ella Tucker and Rebecca Steele 

	Organization Name: 
	FABRIC – Swansea based charity  

	Expected Start Date: 
	October 2019 

	Completion Date: 
	8th December 2019 

	Estimated Cost: 
	Zero-pound budget 


 
	PROBLEM, ISSUE, GOALS, OBJECTIVES, DELIVERABLES 

	Problem or Issue: 
	We are given a zero-pound budget, which means we will have to face the problems of looking for a venue, gift prizes etc.  

	Purpose of Project: 
	The purpose of this project is for our lecturer to assess our project planning skills, for an event of our choice. We are asked to create a fundraising event for a charity of our choice. We choose the charity FABRIC as we believe it is a great cause as the children living within the home are given a chance to give themselves a better future. As the Children within the home love football, they would like us to raise money so they can go to see a Swansea match live in the Liberty stadium.  

	Goals: 
	To raise £250 for FABRIC to get the children of fabric tickets to see a Swansea football match 

	Expected Deliverables: 
	We will need FABRIC’s approval for certain tasks for example, marketing our go fund me page on their Facebook site. We will also be expecting to meet up with Hannah the Locality lead of FABRIC to discuss what they would like us to fundraise towards. 


 
 
	PROJECT SCOPE  

	Scope 
	Our project will cover every individual at both homes, we aim to not have everything covered that the charity suggested. As FABRIC have 2 homes, both social and communal, one is based in Swansea which holds 6 asylum seekers. One in Neath, of which currently holds 2. We are aiming to raise enough funds to reach the goal of enabling all eight of them to either have the choice to attend their first ever football match, or a fun Christmas day out, which could potentially consist of shopping. 


 
 
 
	PROJECT BENEFITS & CUSTOMERS 

	Process Owner 
	As a team we will all be responsible for managing and overseeing the objectives and performance of the event as a whole. 

	Key Stakeholders 
	Our key stakeholders within our project will be FABRIC the charity. They will be concerned with the fundraising we do, how we do it and how much we raise, as all the profits will be doing directly to the charity. Other stakeholders that might be affected are also the individuals who are already donating to Fabric on a regular basis, this will include; The Welsh government, Jonny Matthew, Sterling Rees Tax and Accountancy, Wales Council for Voluntary Action, Social Investment Cymru, The Female Factory, The Speaking, Nesta, Y Lab and Cardiff  University. 

	Final Customers 
	Our final customers of the project will be the Fabric children as they will be receiving the Swansea Football match tickets or the fun Christmas day out including shopping, with the money raised.  


 
 
	PROJECT RISKS, CONSTRAINTS, PLANS & ASSUMPTIONS 

	Risks: 
	There are many risks that may occur whilst completing this project some of these might include things such as;  
Unforeseen circumstances – such as sickness, which will leave team members unable to attend things such as meeting and presentations etc 
Weather, - the weather could cause a risk within this project as we might create an event which will take place outdoors meaning that if it is raining the event will not be able to take place 
Funding- as we are on a zero-pound budget a risk might be that we could go over this, which will leave us out of pocket 
Representatives of FABRIC- they might not respond to emails and calls which could leave us behind in completing some tasks. 

	Constraints: 
	Our budget is causing constraints as we have to carry out all planning with no money, this means we will have to look for donations for raffle gifts from local shops, where they will be able to donate a prize of their choice free of charge. We will also have to look for a free venue if we are looking to hold a movie night, this could be within the university or in a community hall. 

	Plans 
	Our plans to overcome these risks and constraints will be; 
To ensure that any team members that are unable to attend are kept up to date with all over that is completed in the meetings etc. 
We will have a backup plan for the event, if the weather does take a turn for the worst, this will be that if the weather is bad after checking weather forecast etc., we are able to carry out the event indoors 
For the funding we will ensure that any money we put towards the event, we will have back from the profits made so it does not leave us out of pocket. 
As there is not much, we can do about the representatives not responding, we will just have to ensure our replies are quick and efficient so that when they do get a chance to check emails etc. they will be able to respond ASAP. 
 

	Assumptions 
	FABRIC stakeholders and anyone else involved within the fundraising project will need to understand all the risks, constraints and assumptions in case of an absence within the project development, which could lead to chaos and uncertainty.  





Minutes of Meetings


Meeting 1 – 14/10/19

Members present
Rebecca Steele
Ella Tucker
Lareesa Young

Meeting aims
· Research charities local to the Swansea area 
· Choose a charity to fundraise for 
· Contact the charity to confirm they are happy to work with us 
· Find out if there is anything specific for us to raise money for


Overview
We started this meeting by researching a number of local charities within the local area. After looking around, we decided as a group to raise money for FABRIC, a Swansea and Neath based charity whose main aim is to make a difference to young people aged 16 and over who are either in care or leaving care. We decided to work with this charity in particular as it is a strong belief of ours that every young person is entitled to the same opportunities regardless of their background.

Lareesa then researched the contact details for the charity and emailed to introduce ourselves and our idea to fundraise for FABRIC. In the email, we also asked if there was any equipment the charity needed as this will give us a specific financial goal to work towards.



Meeting 2 – 21/10/19

Members present
Rebecca Steele
Ella Tucker
Lareesa Young

Meeting aims
· Brainstorm possible fundraising ideas
· Condense all ideas into a small list of ideas best suited to our resources and abilities
· Arrange a meeting with a FABRIC representative

Overview
We started this meeting by brainstorming all the possible fundraising ideas we could think of as a group. We researched efficient fundraising ideas and put these all into one big brainstorm in order to be able to discuss the advantages and disadvantages of each one as well as assessing the risk of each.

Prior to this meeting, we had received an email from Hannah Rees, locality leader of FARIC saying they were very happy to work with us on our project. During this meeting we arranged a date and time to meet Hannah in order to present our fundraising ideas to her.



Meeting 3 – 23/10/19

Members present
Rebecca Steele
Ella Tucker
Lareesa Young

Meeting aims
· To select some fundraising ideas from our previous brainstorming session
· To finalise a date for the fundraising
· Discuss how we plan to publicise our fundraising events

Overview
We started this meeting by looking at all of the fundraising ideas we had previously discussed, we clearly lay these out in front of us using post-it notes and carefully considered how suitable each one would be for our resources and abilities as students. We condensed the list of ideas down into a small group of easy fundraising methods including activities such as raffles, car boot sales, Etc. We decided these would be the best methods of fundraising for us as we are raising money without a budget and with limited time and resources.

We decided that our fundraising activities would take place across one week from 2nd December 2019 to 8th December 2019 and would happen in a number of public locations yet to be decided. We decided to do this as we thought it would be a good idea to make our events Christmas themed.

During this meeting, we also briefly discussed methods of how we would get the message across about our fundraising. This led to a GoFundMe page being set up. This gave us all the ability to share our plan to fundraise for FABRIC on our personal social media pages whilst also encouraging people to donate money to the charity prior to our fundraising events taking place. We decided that we would primarily rely on social media throughout our campaign to spread the word about our fundraising.



Meeting 4 – 30/10/19

Members present
Rebecca Steele
Ella Tucker
Lareesa Young

Meeting aims
· To meet with FABRIC representatives and go over our fundraising ideas with them and answering any questions they may have

Overview
For this meeting we travelled to meet Hannah, Locality leader, and Tash, Area director of FABRIC. During this meeting we heard a little more about what the charity do for care leavers and also more about the people within FABRIC’s care. This gave us a better feel for what the charity is all about. We discussed our fundraising ideas with Hannah and Tash who supported the methods we had chosen. They also gave us a goal of £250 to work towards in order to purchase football match tickets for the residents of the FABRIC house as many of them have never been to a sports game before. They also offered their help in spreading the message about our fundraising by sharing our link on the charity’s social media pages and also offered to post any photos or dates to inform people when and where our events are going to take place. 
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